[INSERT NAME OF DISTRICT AND/OR DISTRICT LETTERHEAD]

Date
Sent via email and regular U.S. mail to both Appealing Party and parent/legal guardian/advisor and Responding Party and parent/legal guardian/advisor
Re:	Title IX grievance process – Notice of Appeal of Written Determination
Dear ____________:
I am writing with regard to the pending Title IX sexual harassment grievance process to which you are a Party (either Complainant or Respondent).  The Title IX Coordinator of the [insert name of school district] (“School District”) has appointed me to be the Appeal Decision-Maker for this grievance process.  
I am writing to notify you that an appeal of the Written Determination has been filed by [insert name and designation of Appealing Party] (hereinafter referred to as the “Appealing Party”).  A copy of the Appeal filed by the Appealing Party is attached.  I will refer to [insert name and designation of the Responding Party] as the “Responding Party” in this correspondence.
The Title IX regulations and the School District’s [identify the School District Title IX Policy implicated, such as: Policy 103, “Discrimination/Title IX Sexual Harassment Affecting Students,” and accompanying “Attachment 3 – Title IX Sexual Harassment Procedures and Grievance Process for Formal Complaints”] (“Policy”) provide that both Parties shall have an equal opportunity to submit a written statement in support of or challenging the stated basis for the appeal, as follows:
Appealing Party’s Statement.  The Appealing Party may submit a written statement in support of the Appeal to the Appeal Decision-Maker.  
This statement shall describe in detail the procedural irregularities asserted to have affected the outcome of the determination, the nature of any new evidence asserted to have affected the outcome, and/or the nature of any bias asserted to have affected the outcome, with an explanation of how the outcome was affected by such factors. 
If evidence exists supporting the basis for appeal, the Appealing Party shall include that evidence with the supporting statement, or the Appealing Party shall identify where such evidence may be found.
The Appealing Party’s statement must be submitted to the Appeal Decision-Maker and the other Party within [insert number of day identified in Policy 103/104 and Attachment 3; such as “five (5) school days”] of the date the Notice of Appeal was submitted to the Title IX Coordinator, which is [insert actual date of deadline].
Responding Party’s Statement.  The Responding Party may submit a written statement in opposition to the Appeal to the Appeal Decision-Maker.  
1. This statement shall describe in detail the Responding Party’s opposition to the appeal, including the basis for opposing the Appealing Party’s asserted procedural irregularities allegedly affecting the outcome of the determination, the nature of any new evidence asserted to have affected the outcome, and/or the nature of any bias asserted to have affected the outcome, with an explanation of how the outcome was or was not affected by such factors. 
1. If evidence exists supporting the basis for opposing the appeal, the Responding Party shall include that evidence with the supporting statement, or the Responding Party shall identify where such evidence may be found.
The Responding Party’s statement must be submitted to the Appeal Decision-Maker and the other Party within [insert number of day identified in Policy 103/104 and Attachment 3; such as “five (5) school days”] of the date the Appealing Party’s statement was submitted. 
All written submissions should be directed to me, the designated Appeal Decision-Maker, at [insert contact information of Appeal Decision-Maker].
In making my determination regarding the Appeal, I may accept and consider evidence in support of or in opposition to an appeal in making any conclusions necessary to deciding the appeal. Alternatively, if I determine that factors exist making it necessary for the Initial Decision-Maker to further develop the evidentiary record relevant to the basis for appeal, I may return the matter to the Initial Decision-Maker for that limited purpose. 
Upon reviewing the submitted Appeal submissions, I will determine whether the appeal meets the Title IX grounds for permitted reasons for appeal and justifies modifying the written determination. I will then issue a written Appeal Determination setting forth the respects, if any, in which the Written Determination is modified and the rationale for the result within [insert number of school days identified in District Policy; such as “five (5) school days”].
I will provide the Appeal Determination simultaneously to both Parties. A copy of the Appeal Determination shall also be provided to the Title IX Coordinator.
If you have any questions about the above-described process, please contact me or the Title IX Coordinator.  Thank you very much. 

Sincerely,
____________________________________
	Title IX Appeal Decision-Maker
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